Trave Flow Chart

Please contact ESI for travel related questions only. Any other questions please refer to your agency liaison or
your travel information packet for clarification such as questions about uniforms, where you should report,
etc. Please complete your forms in a timely manner.

You have received your travel
information package. Please complete
your forms in a timely manner.

Submit your travel request Submit your direct deposit
forms to Lauren at form to the PSC
laurenl@esi-dc.com Via fax 301-443-1114.

Phone: 301-443-3011

ESI will selld you your
flight itinerary and a
logistics package the
Monday prior to
travel.
OBC Training
. If you have sent in your Travel Expense
Submit to ESI the Travel Report within 5 business days, ESI will ,
Expense Report in the send your voucher to you to sign within 5 Ygu should fecetve yout
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business days of returning Report. If you have not sent it in on time days after submifting
home from travel. expect a longer turn around time. Fax your signed youcher.
your signed voucher to Lauren Love
at (240) 744-7005
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